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POLI CE MAJOR

(Promoti onal Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsi ble adm nistrative position,
the primary duty of which is the nanagenent of a group of police
department divisions or services. The enployee of this class
has the responsibility for organizing, planning, and assisting
in policy-nmaking for assigned areas, for overseeing the daily
operati on of assigned functions, and for supervising subordi nate

staff menbers within the assigned area. Police Mjors also
performfinancial managenent functions, public relations duties,
and records managenent duties, in addition to providing for

departnent training and for overseeing the care and mai nt enance
of department equi pnmrent and property. Enployees of this class
perform duties with a high | evel of independence, reporting to
and havi ng work revi ewed by the Deputy Police Chief. This class
ranks directly bel ow that of Deputy Police Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which nmay be assigned., neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Manages the operation of an area of police departnent services,

including one or nore departnment divisions. Recommends
managenent policies, goals, and objectives for the assigned
ar ea. Conducts inspections of assigned divisions, evaluates

their effectiveness, and takes action to i nprove problem areas.
| nvestigates conplaints against departnment personnel and
formul ates a recommendation for reply to the conplaint or for

action to be taken. Interviews prospective enpl oyees and nakes
recommendations for hiring. Revi ews incom ng comruni cati ons,
maki ng assignnents to the appropriate person or |ocation. Sees
that all departnment personnel policies conform to EECC

standards. Studies new | aws, regul ations, ordi nances, and court
rulings relating to police departnent operations to determne if
changes in departnment policies and procedures are needed.
Supervises and perfornms |aw enforcenent functions of the
departnment, which may include patrol, crimnal investigation

speci al operations, jail operations, and handling of juveniles.

Gathers information to be used in Dbudget preparation

Supervi ses field managenent of noney used by investigative staff
in order to control possession or expenditure if funds.
Aut hori zes the expenditure of funds in accordance with the
budget .
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Supervi ses the preparation of records, review ng those conpl et ed
by subordi nates. Determ nes what i nformation shoul d be included
in departnment records and in what formthis information shoul d

be kept. Conpiles and analyzes data needed for reports.
Devel ops new fornms or revises old ones in order to inprove
accuracy and efficiency of docunentation. Prepares payroll

records. Wites letters and requests for grants to aid in the
operation of the police service.

Pronmotes a positive public imge of the work of the departnent

in the daily performance of duties. Serves as the officia
departnment representative at neetings of governnental or civic
conm ttees and groups. Makes speeches or conduct s

denonstrations at schools or neetings of citizen's groups, and
conducts tours of departnent facilities for school and civic
groups. Acts as departnent representative to the news nedia.
Answer s tel ephone inquiries about the operation of the police
departnment or any related areas of |aw enforcenent operations.
Coordi nates the work of the departnment with related federal
state, and |l ocal agencies.

Supervi ses subordi nate departnment enployees. Assigns duty
areas, makes work schedul es and approves | eave. Reviews reports
witten by subordinates. Eval uates work performance of

subordi nates and wites enpl oyee eval uation reports. Pr ovi des
assi stance to subordinates in technical areas of work. Resolves
enpl oyee conpl aints and grievances, and counsels enpl oyees who
are experiencing work probl ens. Supervises departnment enpl oyees
by resolving enployee conplaints and grievances. Counsel s
enpl oyees who are experienci ng work problens. Provides on-the-
job training for departnment nenbers and serves as an instructor
for formal training.

Prepares specifications on new police departnment equi pnent for
public bids. Meets with sales representatives to review
products and make decisions on purchasing. Pur chases or
recommends the purchase of equi pment and supplies in accordance
with the law and within the established budget.

Perfornms any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirements |listed bel ow nust
be net by the filing deadline for application for adnm ssion to
the exam nati on.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
States, and of |egal age.

After offer of promotion, but before beginning work in this

class, mnust pass a nedical examnation, the selection and
adm ni stration of which shall be authorized by the Appointing
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Aut hority, designed to denobnstrate good health and physica
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must possess a valid Louisiana driver’s |icense.

Must be a regul ar and permanent enployee in the class of Police
Captain inmmedi ately preceding closing date for application to
t he board.

Must have conpleted not |ess than one hundred (100) units of
education equivalent to college credit hours or in-service
police training. This requirement to beconme effective at its
adoption for all new enployees hired after adoption date of
January 1, 1975.
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